
F O R M R M - I 
R E V . 2/75 

PGC# 1354 
DEPARTMENT OF GENERAL SERVICES 

Records Management Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
NO. 

PAGE 
NO. 

A G E N C Y D I V I S I O N 

Item 
No. • , 7 / 

Description Retention 

Cutoff at end of f iscal 
year. Retain for 3 addition^ jl 
years, then destroy. 

Cutoff at end of calgftfar•••"'\ 
year. Retain for 3 
additional years, tMtt^ r. ^ 

Destroy 1 year after ^ ^ 1 -
of expirat ion. 

Destroy when superseded, ?? 
updated, cancel led.jOft'- s 
obsolete. 

Cutoff at end of calendar > 
year. Retain for 2 •?<"-;'V :'.';'.| 

additional years, then 
destroy. 

Retain persranentl y . 

^^jfncnudc'S corres^oniSjllitt^fiBjd reports relating to 
J-OMhty.audits c o ^ f e e . f ' " 

'•• >dbrr*»inondence t 

•v: {includes internal , . ;Mlt r i iat , and Departmental 
j*» A M M ^ I * rtr* M <-l fe«3 1 A A I irfc T T i V ^ ' U J i T a flr! 

. *i1$serninat1ons» f 1s€et • ls$3l/legis lat ive , 
•jwjrsowel v an* prop^ly/Space functional 

Contractual 
(includes correspondence* signed contracts, 
memoranda of unders-ta^dlnj, agreements, and other 
contractual arranvj^'ients relating to labor relations*] 
equipment Tia1nten*»c«k and police data exchange * 

• programs.) (information copy only; non-record 
, jaater ia l . ) * L 

(thcludes correspondence., a«if»in1strative di rect ives, 
oifders, procedures, executive orders, mcroranda, 
aiTendfuents, d iv is ion $r%:t1ves. departmental 

s -d i rect ives , rules/regwl&ttpps, and handbooks/fiianuaTs: 
relating to functional a c t i v i t i e s . ) 
(Infonnat1cn copy onlyj non-record material./ 

Minutes (Chief), » 
'• (includes nrfimtes o^ :^i*it|ng< issued by the Chief of 

Police.) 

4 . 
Organization Charts 
(includas staffing ch£r>fci3 and related materials.) 

.'Planning Records ' 
(Cnntlruipd) '^v 

Schedule approved by Department, Agency or Divis ion Representative 

- 1 *t +4 1 i 4 A / 0 1 ' 

Signature T i t le Date 

Schedule Authorized by Ha l l of Records Commission 

C h i e f Admin. 0 f f i c * 

A p r i l 10, j 
F5Jto.Jfai55KX3fli, IS?81 XENNET 

Dote Arch iv i s t 

Disposal Authorized by Board of Public Work, 

Date Secretory 

Distribution; White - Ha.ll Of Records, Green - Hall Of Records, Canary - Brd. Of Public Works, 
Pink - Records Manager, Gold - Records Center, Blue - Department/Agency. —»» 

http://Ha.ll
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SCHEDULE 
NO. 

PAGE 
NO. 

mem 
No. Description Retention 

XTineefiides records relating to specific and general 
-Pf^J^cf and program planning a c t i v i t i e s . ) 

Cutoff at end of calendar \ 
year. Retain for 2 
additional years,then 
destroy. 

(Includes correspondence relating to public 
Information through press releases.) 

Cutoff at end of calendar 
year. Retain for 1 
additional year, then 
destroy. 

Public Information Inquiries . 
^ (Invades.correspondence relating to criminal, 

juveni le, and offense reports dissemination 
a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then destroy 

Records Disposal Certif icates 
(Includes signed cert i f icates for records disposals 
authorized by records retention schedule.) 

Retain permanently. 

k Records Retention Schedules Retain permanently. 

ft Studies/Surveys/Projects 
(Includes correspondence, reports, and other data 
relating to special studies, surveys, and projects,) 

Cutoff at end of calendar 
year. Destroy 3 years after 
date of completion. 

Teletype Messages (Informational) 
(Includes tele-coamunicatlons messages relating to 
departmental operations.) 

i 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

Bank Deposits/Tickets 
Includes bank deposits/1 

,col l acted from reports sales.) 

Cutoff at end of f iscal year. 
Retain for 2 additional years, 
then destroy. 

Bil ls/Invoices 
(Includes b i l l s , invoices, and other records 
relating to f iscal functions*) 

Cutoff at end of f iscal year. 
Retain for 2 additional years, 
then destroy. 

Budget Preparation Papers 
(Includes records relating to budget preparation and 
development.) 

Cutoff at end of f iscal year, 
retain for 3 additional years, 
then destroy. 

ft 

Capital budget Requests 
(Includes records and ether documents relating to 
budget preparation for capital expenditures.) 

Cutoff at end of f iscal yeai*, 
Retain for 3 additional years, 
then destroy. 

P > - » 4 2 
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SCHEDULE 
NO. R - % 

PAGE 
NO. 

' BPem 
No. Description Retention 

' j 
- Cft'T5'$cJfcfon Accounts 

^ v t i ^ W e i •c$rrespondene*i bad checks, and other 
f records relating to bedrchecks collection a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy 

^Wtlons/Transwl t ta l Reports 
, f Inc ludes weekly transmittal reoorts used for bank 

^ o s i t a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 
additional years, then 
destroy. 

^ i f d e r a l Grants 
'.'vJ^Wdes records relet lno to police projects funded 

Cutoff at end of calendar 
year. Retain for 3 
additional years, then 
destroy. 

qlHoViday-Reimbursement Requests 
\ ( i n d u c e s records relating *e emoloyees e l ig ib le for 

K _ . J J _ _ * 

Cutoff at end of calendar 
year. Retain for 2 additional 
years, then destroy. 

I | 

Unci ^stance TnlephonaJj(ftg» 
(includes records used for preparation of telephone 

Cutoff at end of calendar 
year. Retain for 2 additional 
years, then destroy. 

Money Collection Logs 
(Includes records used for recording dal ly cash 
receipt transactions*) 

Cutoff at end of calendar 
year. Retain for 2 aiJdttfenaf! 
years, then destroy. 

Report Sales Receipts 
(includes cash receipts fpf reports sold to 

|. authorized police data Users.) 

Cutoff at end of calendar 
year. Reta 1 n for 2 40Ulasal 
years, then destroy. 

j;v Reproduction Readings Reports 
> Uncludes records used for b i l l i ng vendors.) 

Cutoff at end of calendar $ 
year. Retain for 2 addition*! 
years, then destroy. 

1; Purchase Orders 
* (Includes records used for supplies and equipment 

procurement a c t i v i t i e s . ) 

Cutoff at end of calendar 
year. Retain for 2 addition^! 
years, then destroy. 

[IDENTIFICATION RECORDS 

4 . 

4 

<| 
V 
1 

\ 

Criminal Identif ication Records 
|j (Includes related correspondence, f ingerpr ints, latent 
1 pr ints , and photographs relating to persons arrested 

for criminal a c t i v i t i e s , ) 

1. For Identif ied deceased 
pr in ts , destroy 10 years i 
after date of death, 

2. For deceased non- identi ­
f ied f ingerpr ints , 
destroy at end of 15 years 
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